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Purpose
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The purpose of this work instruction is to navigate MIDAS CRM.

Trigger

Perform this procedure when you access MIDAS CRM.

Helpful Hints

o "xxxx" within a document represents a variable, which may consist of a

name, number, etc.

¢ In the field description tables, R indicates the action is required, O
indicates the action is optional, and C indicates the action is conditional.
e The following notes may be used throughout this work instruction:

Note type Icon Description

A general note of
information

@ This is the most commonly used
- note icon. It is the default icon in
the uPerform system for all notes.
Use this icon for general
information that falls out of the
scope of these other icons.

A cautionary note

A Use this note to communicate to the
— end-user of something that MUST
be completed or another trigger that
should be started and is related to
the procedure.

A critical note

@ Use this note to specify something
that MUST NOT be done during
the procedure.

Contact someone

Use this icon to specify to the end-
user the need to initiate a
communication within the
organization due to an event in the
procedure.
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A reference is available £ Use this note to specify that more
w information is available in another

location. You may reference SOPs,
another system, or document.
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Procedure
1. {Start the transaction from the MIDAS CRM Home Page.}

MIDAS Portal - CRM@FSA

LSDA UnitedStates Department of Agriculture Log off
e I X2 Farm Service Agency

4 Back Forward »  History Favories Personalize View Help Welcome: MITSTO01 TEST

Home CRW @ FSA

Home = Overview = Overview Full Screen

Universal Worklist EIE]  Bulletins EIE

Daily Updates
Google
Upcoming Deadlines

Links ElIE

Employee Assistance Programs
Employee Personal Page

Eact sheet

Fence Post

ESA Applications

FSA Intranet

Loan LDP Rates

News Releases

Vacancies

CRM @ FSA

Click CRM @ FSA tab to access the CRM Homepage

Friday, January 04, 2013 Navigate_the_MIDAS_CRM_Homepage.udc 3/22



Navigate_the_ CRM_Homepage

MIDAS

[mA08ralze ang lnnovate
L Ine geimery of
Wncwlpry sysiems

MIDAS CRM Homepage

/2 saP - [Home] - Windows Internet Explorer - |EI|5|

USDA United S D fagricul :
LSDA FQA priredstates pepartment clagricuture WE'ET.;E:\HHESTD? Personalize Help Center Systel

Saved Searches A
Home Bac
Workflow Tasks E x § Alerts
Worklist
| Mo result found a No result found
Business Partner
Farm Records |~ | Web Links 2 F o x Q Search
| No result found Search Customers/Contacts
Acreagellnvent... Search Employees
* : Search Farms/Bins
Product Master "N Favorites 2 5 x Search Member Hierarchies

Search Products

My Favorites~ | Filter: All items hd Search Requested Products

= @ My Favorites | Create

w1 Customer: DEVONA ALAN ¢ Create Farm/Bin
Create New Product Request

3. Click Maximize button 2.
ﬁ CRM will open in a new minimized browser
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MIDAS CRM Homepage - Header

% FSA pnitedsiaes Department of griculture Welcome MITESTO7 TRAINO7 Personalize Help Center System News

»2= Farm Service Agency

o -
2 &

m Home

Home
—_— Workflow Tasks § Alerts
Worklist
B Mo result found B No result found
Business Partner '
[ =_| Web Links Q Search
el | B No result found Search Customers/Contacts
Acreage/lnvent... d Search Employees
— * - Search Farms/Bins
Product Master 4 Favorites Search Member Hierarchies
] Search Products
My Favorites~ Filter: All ltems v Search Requested Products
= & My Favorites _ Create
¢ Customer DEVONA ALAN STANT Create Farm/Bin

Create New Product Request

. Home |
Click Home button.

Q The Header Area contains the Masthead with the USDA FSA logos; the
Welcome which confirms your log on; the Header tool bar; saved
searches and the Show History or Back/Forward navigation.

MIDAS CRM - Personalization Link in Header Tool Bar

% A et B e Welcome MITESTO7 TRAINO7 Personalize Help Center System News

5. Let’s review the Header Tool Bar, Click the Personalize Personalize |jnk,

Q Personalization, also symbolized by the wrench icon, allows you to adjust
settings in MIDAS CRM to create the best work environment for you.
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MIDAS CRM - Personalization
S — T —
Personalization B Back - [ -
a &
Settings B x Layout = x
Worklist ) )
Personalize your general settings, enable screen Personalize your skin and enable performance
Business Partner " reader mode, tab order definition, dropdown list, mode
and favorites Personalize Layout
Personalize Settings Personalize your links in the navigation bar

6.

Farm Records

Personalize Navigation Bar

Acreagel/lnvent... & Preferences i

. ) Shortcuts
Product Master Personalize Web links for your home page i
Personalize Web Links Personalize your keyboard shortcuts for focus
setting and for navigation

o

Personalize Shortcuts

Click the Back ' EBa¢K b tton to return to the homepage.

The Show History or Back Button works like the Back button on an

internet browser. You must use the CRM Back button, using the internet

browser navigation buttons will disrupt your session.
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MIDAS CRM - Help Center Link in Header Tool Bar

/= saP - [Home] - Windows Internet Explorer

MIDAS
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=181 |

USDA m United States Department of Agriculture
Y= Farm Service Agency

Welcome MITESTO7 TRAINO7

Saved Searches

Home

Workflow Tasks

B No result found

Worklist

Business Partner '

Farm Records =L¥ab Links

B No result found

ﬁ Favorites
My Favorites~

Acreagel/lnvent...

Product Master

Personalize Help Center System News

b Go Advanced

§ Alerts

F =
B No result found
2 5 x Q Search
Search Customers/Contacts
Search Employees
Search Farms/Bins
2 5 ox Search Member Hierarchies
) Search Products
Filter All ltems -

Search Requested Products

ane
o

= & My Favorites

% Customer: DEVONA ALAN STANT

| Create

Create Farm/Bin
Create New Product Request

& Back ~ B ~
2 &

7.  Click Help Center Help Center |ink,

o

Instructions.

The Help Center link will access the Training Simulations and Work
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MIDAS CRM - Help Center Browser
/2 MIDAS - Windows Internet Explorer - |I:I|£|
A N C | LE Search
1-1||
Advanced Search
G Projects 9 Up Welcome, Anonymous [Log In)
Actions
MIDAS
Language (en_USs)
Areas
MIDAS Project Release 1
Glossary
Help Areas |
About
¥C5H Test

Help Content IEhu:n.r.r Filtered Dm:umeniﬁ;l

*Demo_Acreage_Reporting
*Demo_Business_Partner
*Demo_Farm_Records

*Demo_Marketing_Assistance_Loan_Scenario_1

I *Demo Marketing Assistance Loan EcenTric Z_ILI
4 3

8. Click Close button I,
ﬁ The Help Center will open in a new minimized browser.

MIDAS CRM - System News Link in Header Tool Bar

% United States Department of Agriculture Welcome MITESTO7 TRAINO7 Personalize _HE||J Centeﬁ Sg[stem News

== Farm Service Agency

9. Click System News System News |jnk,

Friday, January 04, 2013 Navigate_the_MIDAS_CRM_Homepage.udc 8/22



Navigate_the_ CRM_Homepage

MIDAS

[mo0eraize ang Inpovale
k Ine geimery of
Wnculery sysiems

MIDAS CRM - System News

System News

Currently no system messages exist.

Close Window

10. Click Close Window |Close Window ) o
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MIDAS CRM - Navigation Bar

Saved Searches M Go Advanced
Home £ Back - B -
2 &
Workflow Tasks F x 5 Alerts F x
Worklist
B No result found B Mo result found
Business Partner Q
[ | Web Links U Search B x
B No result found Search Customers/Contacts
Acreagel/lnvent... Search Employees
* - Search Farms/Bins
Product Master "X Favorites S B x Search Member Hierarchies
- ) Search Products
Fitter All tems |~ Search Requested Products
= (& My Favorites || Create = x
tr Customer. DEVONA ALAN STANT Create Farm/Bin

Create New Product Request

Click Home button.

Q The Navigation Bar offers access to the business processes.

12. Click button - to access second tier navigation.
Q Second tier navigation is a short cut to Search screens

13. Click Search Customers/Contacts
Ssearch Customers/Contacts link.
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Search: Customers

Search Criteria

Hide Search Fields

Worklist
Searchfor:  All Accounts -
Business Partner .
Business Name v s - :l oo
Farm Records First Name v s = ce
Last Mame - |is - oo
Acreagel/lnvent... Middle Name -l is - oa
Product Master Common Customer Mame  |is v oe
BP Mumber/ID * |is - oo
Raole v s - ryoe
Tax ID Number v s - oe
Tax ID Type  |is v Yoo
Associated State - |is *  INDIANA Yoo
Associated County v is w ALL COUNTIES yoo
Senice Center ¥ s ¥ ALL CENTERS roe

Maximum Number of Results: 100

Save Search As:

|Search|| Clear|| Reset |

Result List

[f New Customer

In... BP... CommonCustom... TaxID... TaxID... Add... City

bl & &

State | ZIP... Tel.. E-..

14. Click Back |[E Back putton.
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MIDAS CRM - Navigation Bar

Saved Searches M Go Advanced

P Home & Back ~ £l ~

2 &
Workflow Tasks F x 5 Alerts F x
Worklist
B No result found B Mo result found
Business Partner ' Q
{Business Partner || — i
Farm Records  * [iieeidh e 9 B ox Search o
B No result found Search Customers/Contacts
Acreagel/lnvent... ¥ Search Employees
% - Search Farms/Bins
Product Master ' REREEACWES & 5 x Search Member Hierarchies
- ) Search Products
Fitter All tems |~ Search Requested Products
= Create F x

= @ My Favorites

¥ Customer: DEVONA ALAN STANT Create Farm/Bin
Create New Product Request

15.
) ] =] Part
Click Business Partner HSINEss Fariner button.

Click the Business Process button to access Search on the Work Area
Page.
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MIDAS CRM - Accounts

Saved Searches M Go Advanced
7 Accounts & Back ~ [ -

O]

Search F x

Worklist Search Customers/Contacts

Search Employees
Search Member Hierarchies

Business Partner
Farm Records
Acreagel/lnvent...

Product Master

16. Click Search Customers/Contacts =earch Customers/Contacits |ink,
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Search: Customers

Saved Searches M Go Advanced
7y Search: Customers & Back ~ [ -
Search Criteria Hide Search Fields
Worklist
Searchfor:  All Accounts v
Business Partner * :
Business Name v s > | oo
Farm Records First Name v s = ce
Last Mame - |is -
Acreageﬂnvent___ Middle Name -l is - Choose the value of t?‘liscrit“x?‘riunU
Product Master Common Customer Mame  |is v oe
BP Mumber/ID * |is - oo
Raole ¥ s - oo
Tax ID Mumnber ¥ s hd oe
Tax ID Type  |is - vyoe
Associated State - |is *  INDIANA Yoo
Associated County v is w ALL COUNTIES yoo
Senice Center ¥ s ¥ ALL CENTERS roe
Maximum Number of Results: 100
Search Save Search As:
Result List
[ New Customer [u] 2,
In... BP... CommonCustom... TaxID... TaxID... Add... City State ZP... Tel... E-..

17. As required, complete/review the following fields:
Field R/O/C Description
Last Name R

Example:
Bryant

18. Click JOHN BRYANT 20 T link.
Q Select the hyperlink in the search results to view the Customer details
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Customer: JOHN BRYANT

Worklist

Farm Records

Product Master

Business Partner

Acreagel/lnvent...

Customer Details

General Data

Current Raole:
BP Number /ID:
Prefix:

First Name:
Middle Name:
Last Name:
Suffix:

Last Name at Bi...

Legal Name:

Common Custo..
Language Prefe. ..

Data Origin:
Employee Type:
Tax ID Type:
Tax 1D Number:

Notes

7 Customer: JOHN BRYANT
O Save | ¢ Cancel | Fact Sheet

Saved Searches

MIDAS

[mo0eraize ang Inpovale
k Ine geimery of
Wnculery sysiems

M Go Advanced

EPDF Fact Sheet | More=

Customer Profile  Roles Identification Numbers

Individual
8000003. .

JOHN

BRYANT

No

JOHN BRYANT
English

SCIMS

Not an employee
No Tax ID Type
No Tax|1...

& Back ~ [ -
% o9 5

-

Main Address and Communication Data

Information Line:
Address Line:
PO Box:

City:

State:

ZIP Code:
Country:

Telephone Num..

E-Mail Address:

Communication..

4973 Main St.

FREDERICK

MD Maryland
217046

us USA

Post (letter)

19. Click Customer Details Customer Details |jnk.

You have accessed the Customer Business Partner Record. You will learn
more about Business Partner in the Business Partner VView course.

Click Home button to return to the CRM Homepage.
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Home
Saved Searches M Go Advanced
Home & Back ~ [ -
2 &
Workflow Tasks § Alerts B x
Worklist
B No result found B Mo result found
Business Partner Q
Farm Records | Web Links @ B x Search B x
B No result found Search Customers/Contacts
Acreagel/lnvent... Search Employees
% - Search Farms/Bins
Product Master "A Favorites 2 [ x Search Member Hierarchies
- o Search Products
My Favorites~ Filter: All ltems - Search Requested Products
= Create F x

= @ My Favorites

¥ Customer: DEVONA ALAN STANT Create Farm/Bin
Create New Product Request

21. Click - Workflow Tasks to proceed

o

Assignment Blocks on the CRM homepage consists of quick and easy
hyperlinks to access your daily tasks.
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MIDAS CRM Favorites Assignment Block

Saved Searches M Go Advanced
Home & Back ~ [ -
2 &
Workflow Tasks F x 5 Alerts F x
Worklist
B No result found B Mo result found
Business Partner Q
[ | Web Links U Search B x
B No result found Search Customers/Contacts
Acreagel/lnvent... Search Employees
% - Search Farms/Bins
Product Master "A Favorites 2 [ x Search Member Hierarchies
- o Search Products
Fitter All tems |~ Search Requested Products
= (& My Favorites || Create = x
vr Customer. DEVONA ALAN STANT Create Farm/Bin

Create New Product Request

22. Click control Favorites

ﬁ The Favorites Assignment Block allows you to save your commonly used
customers, products, or farms directly on your homepage

23. Click Customer: DEVONA ALAN STANT link
Customer: DEVONA ALAN STANT .

g To view a favorite simply select the hyperlink in the assignment block.
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MIDAS CRM Homepage

Saved Searches M Go Advanced
Home & Back ~ B -
s S
Workflow Tasks F x § Alerts F x
Worklist
B No result found B Mo result found
Business Partner ' Q
Farm Records | Web Links @ B x Search Fl x
B No result found Search Customers/Contacts
Acreagel/lnvent... ¥ Search Employees
% - Search Farms/Bins
O S A % Favorites 2 [ x Search Member Hierarchies
- . Search Products
My Favorites~ Filter_ All ltems - Search Requested Products
= (& My Favorites |~ | Create = x
wr Customer. DEVONA ALAN STANT: Create Farm/Bin
Create New Product Request
24. Click Collapse Navigation B button to expand the CRM Homepage
Click Expand Navigation D button
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MIDAS CRM Homepage Saved Searches

Saved Searches M Go Advanced i
Home & Back ~ [ -
a 5
Workflow Tasks é Alerts
Worklist
B No result found B Mo result found
Business Partner Q
[ | Web Links Search
B No result found Search Customers/Contacts
Acreagel/lnvent... Search Employees
* - Search Farms/Bins
Product Master "X Favorites Search Member Hierarchies
- . Search Products
Fitter All tems |~ Search Requested Products
= & My Favorites | Create
tr Customer. DEVONA ALAN STANT Create Farm/Bin

Create New Product Request

26. Click Saved Searches IEEAGRSEEUSIENN button.

Q The Saved Searches allow you to store queries or common searches on
your homepage. Saved Searches will be discussed in Lesson 4

27. Click the Saved Search dropdown list Oats E3)
28. Click the FINFISH FINFISH | Saved Search from the list.

After the saved search is selected, click the Go button to run the Saved
Search. You will create and run a saved search in Lesson 4.
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Home
Saved Ses FINFISH ~ Advanced i
Home & Back ~ [ -
a 5
Workflow Tasks F x § Alerts F x
Worklist
B No result found B Mo result found
Business Partner Q
Farm Records | Web Links @ B x Search B x
B No result found Search Customers/Contacts
Acreagel/lnvent... Search Employees
% - Search Farms/Bins
Product Master "A Favorites 2 [ x Search Member Hierarchies
- . Search Products
My Favorites~ Filter: All ltems - Search Requested Products
= (& My Favorites |~ | Create = x
vr Customer. DEVONA ALAN STANT Create Farm/Bin

Create New Product Request

Click Home - button.

ﬁ You have successfully Navigated the MIDAS CRM Homepage.
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You have successfully navigated the MIDAS CRM homepage.
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